MEMORANDUM

From: Travel Processing Center (check one)

Reset Form

v

Date:

Check TPC Address TPC Email DSN FAX DSN Phone
TPC Jacksonville c/o PSA Jacksonville, Box 50, NAS
Jacksonwville, FL. 32212-0050 TPC@psajax.navy.mil 942-8742 942-2543
TPC Pensacola c/o PSD Pensacola, 421 Saufley St. Suite B,
Pensacola, FL. 32508-5202 NallS@psajax.navy.mil 922-4265/2825 922-3319
TPC Charleston c/o PSD Charleston, 1661 Redbank Rd. Suite
101, NWS Goose Creek, SC. 29445-6511 CaoileA@psajax.navy.mil 794-4036 794-2067
PSD Atlanta, NAS Atlanta, 1000 Halsey Ave. Bldg 3, Marietta,
Ga. 30060-5099 StuddardD@psajax.navy.mil 925-6352 925-6338
PSD Guantanamo Bay, Cuba, PSC 1005, Box 95 FPO AE 723-1520 723-1520
09593-0095 RiveraV@psajax.navy.mil ext 5092 ext 4233
PSD Roosevelt Roads, PSC 1008 Box 3011 FPO AA 34051-
8600 TrujilloD@psajax.navy.mil 831-4294 831-4348

To:

Via:

Subj: REQUEST FOR CORRECTION OF TRAVEL CLAIM

Ref: (a) Travel Order

Encl: (1) Travel Claim

1. Enclosure (1) is returned for the reason(s) indicted below:

Claim must be signed

Itemized daily lodging receipts required

Indicate modes of travel on claim

Need original and 1 copy of travel orders

Need travel claim for dependents travel (DD 1351-2)

POC owner/operator block needs to be checked

Must be in blue or black ink or typed

Lodging and reimbursable expenses must be claimed in US dollars and rate of exchange shown

Need paid utility receipts showing dates of service (CIV PCS ONLY)

Need lease agreement

Need Withholding Tax Agreement Form (WTA) (CIV PCS ONLY)

Missing Endorsements for Non-Availability of Gov Quarters

Furnish additional information or correction in spaces indicated by check mark

Need approving officer signature on DD 1351-2

Remarks:

2. PSA Jacksonville website is http://www.psajax.navy.mil.

Signature of Auditor
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Signature of Supervisor
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